

Your Company
123 Your Street,
 Your City,  
ST 12345 
(123) 456-7890
info@yourcompany.com 
[bookmark: _hmy8jfytl8wc]
[bookmark: _16as2qg7b2w9]PROCESS DEFINITION DOCUMENT
<client name>
<process name>
[bookmark: _gt26vmycgowd]Before any business process can be automated, it needs to be documented carefully. 
[bookmark: _w6syfo76rz1s]The Process Definition Document describes how a specific set of operations is currently done in the organization, to collect all the information required in a clear, explicit, and shared way. What are the systems involved? Which steps are now performed manually to reach the end goal? What are the possible exceptions? How often is this process executed? What are the rules in place? This document must provide answers to these questions.
[bookmark: _35sj6rgvnrr7]This information, once validated by all parties involved, will be used as the basis for the next phases in the automation of the process.
[bookmark: _uslufwwyrtyh]This document needs to be kept up to date with any possible changes in the involved systems and procedures for the whole lifecycle of the automation process, and all changes need to be signed off.
[bookmark: _abfa8kq743sr]You can use this template to write great Process Definition Documents for your next RPA project. Just remember to delete all the example explanations, like this one! Let’s start!


[bookmark: _kjvyek1vkleq]DOCUMENT VERSION HISTORY
[bookmark: _z7sl1symqrfj]Processes rarely stay the same for very long, and if the process changes or there is some new information, you should create a new version of this document, and archive the previous one. Remember to keep this section up to date!

	Version
	Author
	Date

	1.x
	
	



[bookmark: _6aocxzoth93i]
[bookmark: _ffsqudgdnzcx]SIGNED OFF BY
[bookmark: _3pp1wp27ndja]When the process has been accurately described and all is good to go, make sure that the document is signed off by the relevant people, e.g. the process owner. By signing off this document, you ensure that they have carefully checked it through, and they agree to the content. This is important, so that later when there are changes in the process (it always happens, that's life!), everyone has a clear understanding of what the scope was originally.

	Name
	Function
	Responsibility

	
	
	

	
	
	



[bookmark: _2yqj79mdep9f]
[bookmark: _832eo5un1ij0]CONTRIBUTORS
[bookmark: _vjiv5j7m1ois]Who are the people that have been involved in providing the information needed for this document? Who is responsible for it?

	Name
	Function
	Responsibility

	
	
	

	
	
	


[bookmark: _loe1dt9w57bc]
[bookmark: _xyd5ya2wl9gg]Current process analysis
[bookmark: _edpku7fqtaq3]This section is where you will use your great analyst skills to describe how the client is handling the process now, before you move in and optimize and automate it like a pro. What are the steps that someone inside the company has to do each time to make this process work? What software do they have to use? Where do they get the information they need? What happens if something goes wrong? All these questions need to be answered in this section.
[bookmark: _cjzp84yxp3bl]
High level description
[bookmark: _jnkyf6hy60nc]Here you should give an overview of the process. What is this process for? How often do they run it? When do they run it? Who runs it? What are the steps? 
This should be crystal clear and not too long to read. 
The process is used to.... 
The <employee> <each tuesday at 10 am> :
1.  <Logs into the system>...
2. …
3. …
[bookmark: _8p526gwd728g]Systems involved
[bookmark: _gno0n6q2yygp]Processes that are a good fit to be automated by RPA often span across different systems. One could be a web application, another a legacy system, or even just a spreadsheet. List here the systems involved, don’t forget to explain what they are used for and also if the user needs to have special authorization roles or rights, because the robot will probably need to have them as well!

	System
	Used for
	User role needed

	<name of the system>
	<what it is used for>
	<role and rights that the operator needs to have in the given system to be able to perform the action>

	
	
	


[bookmark: _tl3194gq3wui]

[bookmark: _st8qxepb3qtm]Process flow
[bookmark: _8s8kvwsng6kq]A good flowchart is worth a thousand words! You can brush up on the (few) rules needed to make a good flowchart here, and then get charting!

Here is a description of the process in the form of a flow chart:
[bookmark: _m2irdo85cutx]Here’s what a very simple flowchart could look like:
[image: ]

[bookmark: _ga88z9xrl2dg]Detailed steps 
[bookmark: _nn7mmy5q3quc]Now it’s time to get into the details! Break down the process into all its steps, and for each one provide all the information needed. Try to imagine that you are explaining this to someone that knows nothing about the process. They should be able to complete the process on their own after they have read your clear instructions!
1. [bookmark: _5odrw8i6m5zk]<Descriptive name of step 1>
[bookmark: _9jg9mgcgupq9]A good name for a step for example is in the format “<operator> <action> <object of the action>”. For example: “The employee clicks the button "Add to Cart" next to the product. The product is added to the shopping cart". This is not a hard rule though.

[bookmark: _fwcct42c4pve]In the description of each step you are free to add anything that you think will help explain it better. Screenshots of the user interface, schema of the data involved, etc.
<Description of the step>
2. [bookmark: _p5gjyel6gnvp]<Descriptive name of step 2>
<Description of the step>

[bookmark: _r1tdkrvjs81j]Possible exceptions
[bookmark: _f0azuxmayf4w]This part is really really important: so far you have been describing an ideal case, where the operator has all the data they need, all systems work perfectly together and everybody is happy. But, there are times where the process does not run that smoothly for various reasons: we call these cases “Exceptions”.
Exceptions are special cases and rules that can influence and even stop the smooth running of the process. 
[bookmark: _vgnhu1fnxlwz]Logic Exceptions
[bookmark: _yajtszcuhp79]Logic exceptions happen when something is wrong with the information that is being processed. For example, if an order has incomplete data, the operation has to stop. Or maybe the business has certain rules that it has decided on and the operator knows about: “do not sell more than 10 pieces a day for that product”. These need to be written down here carefully, because the robot will have to follow the same rules.
[bookmark: _crvvdag3mcoy]<Logic exception1>
<Description of logic exception1>
...
[bookmark: _aou71791ii74]System Exceptions
[bookmark: _42mdpxtl1xc4]Software can have bugs, network connections can fail, passwords can no longer be valid: in all these cases we say that a system exception has happened. Write down all these possible cases, explaining what the operator sees, and also if there are ways to get around them.
[bookmark: _vh2xips93dwr]
<System exception1>
<Description of system exception1>
…


[bookmark: _7o23iv799lws]And you are done! Best of luck for your RPA project!
Confidential
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